APPLICATION FOR RECORDS RETENTION SCHEDULE o OFFICE OF THE SECRETARY OF AL

RECORDS MANAGEMENT DIVISION
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INSTRUCTIONS: . See Publication No. 76=BM—1 for instructions on completmg this form. Forward signed original to
Department of Archives and History, Records, Management Dwmon 330 Capitol Avenue Atianta Georgia, 30334,
Attention: Scheduling Section,

R T

A

" FORAGENCY USE_ | 1. Agency Address  : T . I;EJMR?EéagagMANAGEPAENT USE
Application Date Department of Education _ L Application Number : L
] . . |office of Vocational Educatien ° 6[ - l 86
Foplieation Nember T Vocational Equity Coordinator' s Offlce N oncReceived -~ Dats Compivied
i . State Office Building , RO 1981 MAR 1 7 1981
oo Atlanta, GeoTein B0SH [MAR O 1981 | 7
2. Person to Contact ’ . Working Title _ Telephone Number
A11C1a _H. Hambrick R " _Senior Secretary e 656-6720 o

3 Action Requested
8. KX Establish Retention Schedule; record wil! continue to accumuiate
b. 0O Dispose of present accumulation; no further accumulation anticipated,

3 Amend Application No. imvne w-n—o... Check Qne: O Change; O Supercede O vmd '

4, Dates of Series 5. Records Series Tatle (foﬂowed by title used in office; if dafferent}
Eartiest Latest _ B
‘1979 | "To Date Vocatlonal Equity Conference/Workshop Files S
6. Division and-Office Function What is the function of the Division and the Office in whn h thui_record series is created?
- . admirist erm'%, emen ina and momi‘onnq Voca.'f'on4
CQU‘ 9"0.“\5 or

The Vocational Equity Coordinator is responsible forApromot1ng an awareness of .vocational
education programs and activities designed to reduce sex bias and sex stereotyping in all
vocational education programs, including assisting the State Board in publicizing public
hearings on the State plan; gathering, analyzing and disseminating data on the status of
zen and women students and employees in State vocationl education programs; developing and
supporting actions to correct problems and publicize the Title IX complaint process;
reviewing the distribution of grants and contracts by the State Board to assure that the
interests and needs of women are addressed in all projects; reviewing all vocational educatiol
rrograms for sex bias; monitoring the implementation of laws prohibiting sex discrimination
ina all hiring, flrlng and promotion procedures relating to vocational education; assisting

local educational acencies and.other 1nte este arties in improvin ocational educatlon
apportunu% gor wofien; prov1§1ng 1nfoma ion’ gee fope__zo t?{?, Stat% goard _(See_back side)

7. Record Series Description This file contains the foltowmg dpcuments (include form numbersrand titles, if anv}':

Documents relating to: participating in conferences and workshops related to Vocatlonal
' o ' Equlty programs : . . :
:Included are: brochures program agenda, bibliographic mater1a1 manuals, werkbooks news
' " releases, transparenc1es, fllmstrlps, sllde tape presentatlons, and other
related documents :

‘File is arranged: chronologlcally by fiscal year, thereunder by name or subJect of

workshop/conference.
'?l‘\;l;ﬁ-tuﬁ-l’;"ﬁe?;ence Rate H-c;\?v often are records referred-to which are: T .
One to six months old 10 Se'.e" to twelue months old 10 ____ ; Thirteen to twenty-four months old ._.__Q.~_...
. twenty-! :we months and older ___ _QL em | e . . e .

3. Annuzl Rate of Accumulation of Records

Letter-size drawers —. - ._: Legal-size drawers . _ ____;Shelves _._________:Other {specify) 1_cubic foot
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[ 7ES _N_(_)J 10 _Questionnaire (Placn an "X 1n the pg:_per coluan
_ . s this the ofhcaai copy of the series?

r_X_ R _Maot, where s it? _ e —_— . L

X b Does-the series contain confidential information requmng securnty handlmg? If yes, v:nte law or regulation,
| x| c. lsthisavital s record? e e 1{
t | .} _d Does th:s series have hlstoncal or long term research value? -

e. When one or two documents in the file make it necessary to keep the ennre file for a Iong penod could these

b ixXt documgnjs be scheduled separately? ;.w s :

Y i _f§ rmatien €Antained in this series ever published? If ves, attach copy,

N i C,_
g. Isthe inf matlén contained in this series ever anaiyzed and/or recorded in a summarized report?
If ves, attach copy, —_—

. Is there a duplication of this series in your office, or in another office or agenny?
S If ves. where?

B e ) e —

X i. _lsthis series for a major portion of it} regula.rlL_lQrofilmed7

Ek Hold in the current files area —______month(s)
- [ Transfer to local holding area; hold
i 03 Transfer to State Records Center; hold
O Destroy. :
- O Transfer to State Archives for permanent retention.

e

X )__i._Does the record series result in a computer printout? .
11. Retentron Requirements Thr following requires the series to be kept:
a. State Law SR, ' -7 ¢ d. Audit peri'od ' a .years.
b. Statute of limitation years. e. Administrative need : years,
‘e. Federal law years, f. Federal retention instructions years.
Attach copy or excert of laws or regulations. Explain administrative need,
Administrative reference requirements.
i
12, A;i:r_oved D:spont:on Instructions This agency recommends that the file series be cut off at the end of each:
O Calendar Year; & Fiscal Year; O Other then,

I year(s) then

year(s); then

ear{s); then

EX Other [Specify) Materials Developed by Voc. Equity Unit- transfer record copy to State Archive}

for permanent retention,

Materials Malntalned for Reference Purposes Only-destroy when no

konger needed for referenct®.
D1V151on and Office Function:

45 CFR 104.

- These instfuctions apply to all prior and future accumula

State'Advisory Council on Vocational Educatiom,
etc.; reviewing self-evaluations of local educatlon agencies; and for reviewing and sub-
nitting recommendations on overcoming sex bias and sex stereotyping in vocational-edu-
cation programs for the Five-Year State Plan.
requirements of selected full-time personnel to eliminate sex discrimination and sex
stereotyping in state vocational education programs, as directed by federal regulation

(Cont inued)

tions of the series.

State Commission on the Status of wdmen,,

These functions are set forth as the

| Agenc Head/ Desmnee (Signature) H— wJ“w-B_até

| Records Management Officer {Sf'gnature)

Lﬁl‘ _*_LZ?%M -7~ ?}

Recommendations in para. T
g7aph 12 are approved.
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State Auditor/Designee
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